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POLI CE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses positions, the min duties of which
i ncl ude producing, filing, and mai ntai ning departnental records
and reports. The Police Records Clerk types or conpletes and
files reports, fornms, letters, and other departnent records and
retrieves these fromfiles as needed. Some accounting duties
such as bal anci ng account books is included in duties. This is
a responsible clerical position, apart from the police Iline
cl asses. The enpl oyee of this class works independently in
assigned areas with general supervision fromthe Secretary to
t he Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Receives and files records and reports; types letters, forns,
menor anda, records and reports; proofreads typed material; mails
or distributes typed material; revises department filing system
when required and devel ops new procedures for office functions
when necessary,;

Pulls information fromfiles when needed or requested; gathers
data fromfiles for use in preparing reports; prepares reports
frominformation collected fromfiles; wites letters in answer
to requests received or as needed;

Prepares purchase requisitions and nakes purchases as directed;
posts office expenditures in |edgers; balances account books;
collects all information necessary for accounting personnel
di sperses petty cash according to office procedure; keeps
records of cash dispersed;

Opens and responds to mail related to records; answers the
t el ephone and gives out routine informtion;

Perforns any rel ated duties assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnission to
the exam nation.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must provide witten proof of typing a net of forty (40) words
per m nute.

QUALI FI CATI ON REQUI REMENTS TO HOLD THI' S POSI TI ON
Must pass a civil service examnation for this position.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exan nation prepared and adm ni stered
by an aut hori zed doctor authorized by the Appointing Authority,
designed to denonstrate good health and physical fitness
sufficient to performthe essential duties of the position, with
or without reasonabl e accomopdati on.
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